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Event Planning Step-by-Step Guide
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Why is our chapter organizing a community 
service event?

What do we hope to accomplish?

What kind of event or activities can best  
achieve this?

Who can help us pull the event together?
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Details, details, details



What is a partner?

Benefits of partnering



Some tips on developing partnerships A little appreciation
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Tell us about your event.

 

 

nclausen  

 
. You will receive a gift



Why should our chapter involve the news media?

ho do I contact?

What do I tell them?

Do I need a spokesperson?



Interview Tips



What is a PSA?

Why should I try to place a PSA?

What types of PSAs are available to me to
promote my day of community service?
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National Week of Service.
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1. Make a list

2. Call the right person

3. Write a letter/email

4. Follow-up

5. Say “thank you”
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